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PREFACE 


Parliament is usually thought of as the place of the spoken word, the locus of talk about 
matters of great import in the life of the nation. But it is also the place of the written word, and 
it is thus not surprising that the work of the House of Commons may entail the publication of 
many volumes in the course of a parliamentary session. Certain publications are in fact so 
integral to the day-to-day functioning of the House of Commons that it is difficult, if not 
impossible, to follow events without a basic understanding of those key documents. 


This booklet is intended to explain to potential users what information each publication 
contains and how to find the information they want. For an explanation of the various aspects 
of parliamentary procedure, readers are referred from time to time to other documents designed 
specifically for that purpose. 


The publications described in this booklet are produced through the combined efforts of 
several different branches of the Clerk’s Sector: the Journals Branch, the Parliamentary 
Publications Directorate, the Committees Directorate, the Public Bills Office, and the Legislative 
Counsel Office. Those branches are assisted by two Government agencies: Translation Services 
provides the necessary expertise to enable the House to produce all its publications in both 
official languages, and the Canada Communications Group prints the House publications and 
makes them available to a larger public outside the House itself. 
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1 ORDER PAPER AND NOTICE PAPER, AND MONTHLY 
. SUPPLEMENT TO THE ORDER PAPER — QUESTIONS 


The Order Paper and Notice Paper is published for each sitting day by the Journals 
Branch, and is distributed in the morning to Members’ offices and in the Chamber. The 
Monthly Supplement to the Order Paper— Questions contains the overflow of written questions 
from the Order Paper, and is published monthly when the House is sitting. Together the Order 
Paper and Notice Paper and the Monthly Supplement contain virtually all items of business 
which either are currently before the House or may be brought before the House. 


NOTICE PAPER 


In order not to take the House by surprise, notice is required before almost any matter 
of substance can be raised for consideration by the House. The notice period for most matters 
is 48 hours. Forty-eight hours’ notice means that notice must be given two days before the day 
the matter can be raised. The usual way to give notice is for the Member or Minister who will 
be sponsoring the item of business to be dealt with (Whether a bill, a resolution or other form 
of motion, or a written question) to send a written, signed notice to the Journals Branch. The 
notice'is then placed on the Notice Paper in the Order Paper and Notice Paper distributed the 
next sitting day. After the 48-hour notice period has expired, the notice is transferred from the 
Notice Paper to the Order Paper. The three most notable exceptions to this 48-hour notice 
procedure are explained below. 


An Opposition motion under Supply Proceedings requires only 24 hours’ notice. Thus 
the sitting day after the day notice was given is the day the motion is to be taken up by the 
House. Because of this, the full motion appears on both the Order Paper and the Notice Paper. 


Motions to amend a bill at report stage require only 24 hours’ notice. In order to keep 
all such motions in amendment together, these notices remain on the Notice Paper even after the 
24-hour notice period. Any deferred divisions on report-stage motions are likewise listed on the 
Notice Paper. 


Standing Order 94 stipulates that for an item of Private Members’ business listed on the 
Order Paper to be considered, it must also appear on the Notice Paper for that day. If no such 
notice appears, then no Private Members’ business is taken up that day. The first item in the 
day’s Order of Precedence is the one put on the Notice Paper. 


ORDER PAPER 


The Order Paper is the complete and authoritative agenda of the House of Commons, and 
only items of business listed in it may normally be considered by the House during a sitting. 
The Order Paper originated as a document containing any order adopted by the House declaring 
that a particular matter was to be taken up on a specified day. 


The Order Paper still contains items for which an order of the House has been made. 
For example, after a bill is read a first time, the Speaker asks when it shall be read again and 
the usual reply is "At the next sitting of the House." An order for the second reading of the bill 
is then placed on the Order Paper for the next sitting day so that the bill may, in principle, be 
taken up at that time. Nowadays many items are on the Order Paper not because the House has 
adopted an order but because the Standing Orders stipulate that they are to be placed there after 
the notice period has elapsed. 


The Order Paper is divided into five sections: Order of Business, Government Orders, 
Notices of Motions for the Production of Papers, Private Members’ Business, and Questions. 
Another section, the Weekly Review of Business, is appended to the Order Paper. Each section 
is described below. 


Order of Business 


The Order of Business section lays out the plan for the day’s sitting, and the sequence 
of headings represents the categories of business which can be covered that day and the order 
in which they are to be covered, as set out in the Standing Orders of the House. The entries 
under a particular heading describe the items of business which can be considered when the 
Chair calls that heading at the appropriate time. However, some headings may be followed by 
no entries for one of three reasons: 


- the rules of the House do not require formal notice for some categories of business, 


- the items of business which can be taken up under that heading are so numerous that 
they are listed in one of the other sections of the Order Paper, or 


- there are at this time no items of business which are to be considered under that 
heading. 


The heading "Daily Routine of Business" is followed by a sequence of subheadings which 
the Speaker calls out in the prescribed order during that part of the sitting day more commonly 
known as Routine Proceedings. Those subheadings under which entries appear are described 
briefly below. 


Introduction of Government Bills 


The entries listed show which bills can be introduced by the Government when this 
subheading is called by the Chair. The Government may introduce any of the bills listed, or all 
or none of them. The entries remain there until the Government introduces the bills. The entry 
gives the date when notice was given for the bill, the title of the Minister responsible for the 
bill, and the long title of the bill. If the bill entails the expenditure of public moneys, the Royal 
Recommendation is also noted. The bill receives a number only after it is introduced. Once 
the bill has been introduced and given first reading, it is moved to the Government Orders 
section of the Order Paper, under "Government Bills (Commons)", to await second reading. 


Introduction of Private Members’ Bills 


The entries listed show which public bills can be introduced by Private Members when 
this subheading is called. The Private Members whose bills are listed rise and seek recognition 
from the Chair if they wish to introduce their bills. The bills remain on the Order Paper until 
they are introduced. The entry gives the date when notice was given of the bill, the name and 
electoral district of the Member sponsoring the bill, and the long title of the bill. The bill 
receives a number only after it is introduced. Once the bill has been introduced and given first 
reading, it is moved to the Private Members’ Business section of the Order Paper, under "Items 
outside the Order of Precedence", to await second reading. 


First Reading of Senate Public Bills 


When the House of Commons receives a message from the Senate saying it has passed 
a public bill, the bill is entered under this subheading on the Order Paper (without ever 
appearing on the Notice Paper) and remains there until either a Private Member or a Minister 
(in the case of a Government bill) rises in the House to move that the bill be read a first time. 
Once a Senate bill has been given first reading, it is moved either to the Government Orders 
section under "Government Bills (Senate)", if sponsored by a Minister, or to the Private 
Members’ Business section under "Items in the Order of Precedence", if sponsored by a Private 
Member. 


Motions 


The Standing Orders and practice restrict the kind of motion which can be moved during 
Routine Proceedings. The items of business most commonly appearing under this subheading 
are motions to concur in reports of standing and special committees. Motions sponsored by the 
Government and dealing with the times of sitting of the House or its business may also be found 
there. The entry shows the date notice was given, the Member who gave notice, and the 
wording of the motion in full. Any of the motions listed may be moved when the Speaker 
reaches this category of business. Once a motion under this subheading has been considered but 
not disposed of by the House, it is moved to the Government Orders section under "Government 
Business". 


Government Orders 


Items in the Government Orders section are divided by type into five subsections: Supply 
Proceedings, Ways and Means Proceedings, Government Bills (Commons), Government Bills 
(Senate), and Government Business. The Government may choose which item or items it wishes 
to call from any subsection. The item which the Government has indicated its intention to call 
can be found in the Projected Order of Business (see Chapter 2). The different types of business 
found in this section of the Order Paper are described briefly below. 


Supply Proceedings 


Two types of motions may be listed: Opposition motions and motions to concur in 
Interim Supply, the Main Estimates or Supplementary Estimates. Notes are appended to the 
entries to show the number of the allotted day in the current Supply period. 


Ways and Means Proceedings 


All bills for the raising of revenue through taxation are based on Ways and Means 
motions, and all such motions awaiting consideration by the House are listed in this subsection. 
A note attached to the entry refers to the day the text of the motion was tabled in the House and 
the sessional paper number of the text. 


The motion to approve the Budget presented by the Government, with any amendments 
to that motion, is also found in this subsection. 


Government Bills (Commons) 


This is a list of all Government bills which have been introduced in the House of 
Commons and read a first time and which are awaiting consideration at the second-reading stage, 
report stage, or third-reading stage. Bills in committee are not listed since they cannot be called 
in the House. The number of the bill is shown in bold at the top of the entry. The entry shows 
the stage of the bill, its long title, the responsible Minister, and whether it carries a Royal 
Recommendation. 


| Government Bills (Senate) 


Any Government bills sent to the Commons from the Senate and given first reading are 
listed in this subsection unless they are in committee. The bill number has as "S-" instead of 
a "C-" prefix. Otherwise the form of entries is the same as for those under "Government Bills 
(Commons)". 


Government Business 


In this subsection is listed any Government business which does not appear elsewhere. 
This includes orders for resuming debate on motions which were originally listed under 
"Motions" but have been taken up once without being disposed of. 


Notices of Motions for the Production of Papers 


This section appears only in the Wednesday Order Paper. An entry shows the number 
assigned to the motion (preceded by a "P-" signifying that it is a motion for papers), the name 
of the Member who gave notice of the motion, the date notice was given, and the wording of 
the motion to be moved. If the motion is called and transferred for debate, it is moved to the 
Private Members’ Business section as a notice of motion (papers) under "Items outside the Order 
of Precedence". Any which are not called remain on the Order Paper. 


Private Members’ Business 


The Private Members’ Business section is divided into two subsections: Items in the 
Order of Precedence pursuant to Standing Orders 87, 89, 90 and 94; and Items outside the Order 
of Precedence. 


Items in the Order of Precedence 


Items are listed in the order in which they are to be considered in the House. However, 
items may change places, subject to certain rules set out in the Standing Orders. Items may also 
be added or dropped. The Order of Precedence thus changes from day to day. 


Listed at the end of an entry are the names of any Members who have indicated a wish 
to second the item pursuant to Standing Order 86(3), and the dates when they did so. A note 
also shows whether the item is a "selected item pursuant to Standing Order 92" (i.e. a votable 
item) and, if so, the amount of time it has been debated or remaining for debate before the vote 
is taken. Likewise, a note shows the time remaining before a vote is taken on a motion for 
papers. 


Items outside the Order of Precedence 


Items are listed by type: public bills which originated in the Commons and have been 
introduced and read a first time; notices of motions; and notices of motions (papers), which are 
notices of motions for the production of papers that have been transferred for debate. This list 
is printed in the Order Paper only on Wednesdays. Items in this subsection have not been 
scheduled for consideration by the House. 


Questions 


Although a Member may have only four unanswered written questions at a time, the 
number of such questions mounts up early in a session. Thus the questions which the 
Government can answer when "Questions on Order Paper" is called may appear in two places: 


- questions submitted during the current month are listed on the Order Paper in the 
Questions section, 


- questions submitted in previous months of the current session are listed in the Monthly 
Supplement to the Order Paper— Questions. 


An entry shows the number of the question, the name of the Member who gave notice 
of the question, the date on which notice was given, and the full text of the question. A 
superscript 1 or 2 in front of the question number indicates if the Member has asked for either 
an oral answer or an answer within 45 days. 


Weekly Review of Business 


Appended to the Order Paper is a summary of the items of business introduced or 
considered in the House during the course of the week. The information contained there is 
subsequently transferred to the Status of Bills and Motions (see Chapter 5). 


MONTHLY SUPPLEMENT TO THE ORDER PAPER — QUESTIONS 


At the end of the month, unanswered questions are transferred from the Questions section 
of the Order Paper to Part I of the Monthly Supplement. Once a written question has been 
answered, made an order for return (which calls for the answer to be tabled as a sessional 
paper), withdrawn, or transferred to the Adjournment Proceedings, an entry appears in Part II 
of the Monthly Supplement. If the question was answered, the entry gives the reference in the 
Debates. If the question was made an order for return, the sessional paper number of the return 
(the document tabled in response) is given. 


Further Reading on Procedure 


The Legislative Process, available from the Table Research Branch. 
Guide to Private Members’ Business, available from the Private 
Members’ Business Office. 

Précis of Procedure, available from the Table Research Branch. 


If You Have Questions... 


General Inquiries: Journals Branch 
Room 140-N, Centre Block 
Telephone: 992-2038 
Facsimile: 995-3331 


Private Members’ Business: 
Private Members’ Business Office 
Room 135-S, Centre Block 
Telephone: 992-6443 
Facsimile: 947-7626 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 


d PROJECTED ORDER 
; OF BUSINESS 


The complete and authoritative agenda of the House, listing all items of business which 
can theoretically be taken up in the course of a sitting, is printed in the daily Order Paper (see 
Chapter 1 for an explanation of that document). However, the Order Paper does not reveal 
which items of business the Government intends to call on a particular day, only which items 
it can call. For that reason, and to provide a handy listing of all business expected to be taken 
up on a particular day as well as for some days to come, the Journals Branch publishes a 
tentative working agenda called the Projected Order of Business. This publication is distributed 
to Members’ offices and in the Chamber the morning of each sitting day. 


The sequence of headings used in the Projected follows the Order of Business set for that 
day by the Standing Orders or by special order of the House, and the time appointed for each 
heading to be called is indicated. Appended to the headings may be found useful notes 
concerning such matters as the length of speeches and debates as well as any special orders 
affecting the business of the House. 


The entry under a particular heading in the Projected indicates which item of business 
found under that heading on the Order Paper is expected to be taken up when the Chair calls that 
heading. When no entry appears, this means either that there is nothing listed on the Order 
Paper for that category of business or that any of the items appearing on the Order Paper under 
that heading may be taken up. The headings "Government Orders" and "Private Members’ 
Business" are explained in detail below. : 


Projected Order of Business on Television 


The Broadcasting Service also carries the Projected Order of Business 
throughout the day on one of the House of Commons channels. 


Government Orders 


This heading may appear more than once on a given day, depending on the times 
scheduled for the consideration of Government business by the Standing Orders or by special 
order of the House. Since the Government may call any item of Government business on the 
Order Paper, an item entered under this heading is subject to change without notice. Entries are 
based on information which the Government House Leader’s Office provides the Journals Branch 
from time to time. The Government is, however, not bound by the Projected and retains the 
right to call any item of business listed under "Government Orders" on that day’s Order Paper. 


Private Members’ Business 


The item of Private Members’ Business scheduled to be debated is shown under this 
heading. This entry is the same as the first one in the Order of Precedence in the Order Paper 
for that day and also appears at the end of the Notice Paper. Notes indicate whether the bill or 
motion is a "selected item pursuant to Standing Order 92" (i.e. a votable item) and, if so, the 
amount of time it has been debated or remaining for debate before the vote is taken. — 


If You Have Questions... 


Journals Branch 
Room 140-N, Centre Block 
Telephone: 992-2038 
Facsimile: 995-3331 


3 VOTES AND PROCEEDINGS, 
° AND JOURNALS 


An issue of the Votes and Proceedings is the minutes of a meeting of the House and as 
such is the authoritative record of what was done by the House during that day’s sitting. The 
Journals Branch prepares the Votes and Proceedings based on the formal notes and records kept 
by the Clerk of the House during the course of a day’s sitting. The Votes and Proceedings of 
a sitting are then distributed the morning of the next weekday. 


The Votes and Proceedings follows the actual order of the proceedings of the House as 
the Chair calls out the headings in the Order of Business for that day. The entries in the Votes 
are succinct and formal descriptions of the business conducted by the House under those 
headings. The Vores thus records such things as the wording of any motions moved, the names 
of the mover and seconder, the titles of any bills considered, what action the House took 
respecting those bills and motions, lists of Members voting for or against (when a recorded 
division is taken), lists of reports and other papers presented, and so forth — but not the words 
spoken in debate, when questions are asked or answered, or when statements are made. 


Other important events during the sitting are also entered in the Vores, such as quorum 
calls, suspensions of the sitting, times of meeting and adjournment, messages from the Senate, 
and the Royal Assent to any bills. As well as recording what was done in the House, the Votes 
lists any documents, reports, or petitions filed directly with the Clerk of the House instead of 
being presented in the House. These lists appear at the end of the Votes. 


The Votes and Proceedings thus includes the following information: 


e The progress of bills through the House, from introduction to Royal 
Assent, including committee reports on bills 

Motions (resolutions, etc.) debated in the House 

Documents tabled or filed by Ministers 

Petitions presented or filed by Members 

Reports from committees and interparliamentary delegations 

Motions relating to the sittings or work of the House or its committees | 
Messages from the Senate 

Division lists 

Times of sitting and adjournment. 
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Any reports or documents (other than bills) presented in the House or filed with the Clerk 
are called sessional papers and are assigned sessional paper numbers by the Journals Branch. 
The sessional paper number is shown in the Votes with a brief description of the document. 
Many of these papers are available through the Postal and Distribution Services; those that are 
not may be obtained from the Journals Branch or the Library of Parliament. 


The Government may table in the House or file with the Clerk the following types of 
documents: 


¢ Green or white papers and other papers dealing with Government policies 
or actions 

Royal Commission reports 

Drafts of proposed legislation (draft bills) 

Ways and Means motions 

Responses to committee reports and to petitions 

Answers to written questions made orders for returns 

Annual reports of Departments and Crown Corporations 

Annual reports under the Access to Information and Privacy Acts 

Lists of Order-in-Council appointments. 


JOURNALS 


At the end of each session, the daily Votes and Proceedings are revised, with any 
corrections or changes being incorporated into the text, and published in bound volumes as the 
Journals of the House of Commons. The Journals also contain lists and other information of 
general interest: 


Proclamations of the Governor-General opening and closing the parliamentary session 
The Ministry arranged according to precedence, as of the last day of the session 

An alphabetical list of Members, showing their constituencies and party affiliations 
An alphabetical list of constituencies, showing Members and their party affiliations. 


Index 


The Journals published at the end of a session include an index prepared by the Index 
and Reference Service. During a session, an unrevised interim index can be produced on 
request, and references can be provided by telephone. 
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The Journals index is a cross-referenced, subject-based index. Lists are also included 
under certain headings, such as bills, divisions, legislative committees, order-in-council 
appointments, and procedure. There are no entries under Members’ names, however. To assist 
the user, a brief guide appears at the beginning of the index. 


If You Have Questions... 


General Inquiries: Journals Branch 
Room 140-N, Centre Block 
Telephone: 992-2038 
Facsimile : 995-3331 


Reference Inquiries: Index and Reference Service 


Room 450, Wellington Building 
Telephone: English 992-8976, 
French 992-7645 
Facsimile: 992-9417 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 
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4. DEBATES 


The House of Commons Debates, commonly known as Hansard, is the official, verbatim 
report of the debates which take place in the House, while the official record of the proceedings 
of the House is the Votes and Proceedings and the Journals. The Debates are compiled by the 
Debates Reporting Service, a division of the Parliamentary Publications Directorate, using the 
audio transmission of the proceedings and information provided by Hansard editors and other 
staff present on the floor of the House. An issue of the Debates is published after each sitting 
day and distributed to Members’ offices the morning of the next weekday. 


Like the Votes and Proceedings, Hansard follows the actual order of the proceedings of 
the House, which are based on the Order of Business for that day, but while the Votes records 
only the business conducted, Hansard reports the full deliberations of the House. Hansard does 
not then merely record the speeches of Members in debate: it also records other comments and 
remarks made by Members in the Chamber. In addition, the Debates contain division lists, 
written answers to questions on the Order Paper, and the Speech from the Throne at the 
beginning of a session of Parliament. The texts of addresses to Parliament by foreign dignitaries 
are usually printed as appendices by special order of the House. Members cannot table their 
speeches for printing in Hansard. The Debates are printed separately in each official language 
and the original language used by the speaker is indicated. 


The Blues 


The unedited transcripts of Hansard are called the blues. The Debates Reporting Service 
sends the blues to Members who spoke and to the Press Gallery. The blues are also sent to 
other Members on request. The Member who spoke may suggest minor alterations to the text. 
However, changes must be confined to clarification and the correction of errors. A Member 
may not make material changes in the meaning of what was actually said in the House. The 
Member may bring a substantial error to the attention of the House the following day. 


For corrections to be made, the blues must be returned (preferably by fax) to the Debates 
Reporting Service within the stipulated deadlines: two hours from the stamped time of dispatch 
while the House is sitting, or one hour from the stamped time after the House has adjourned. 
All returned blues must be clearly initialled by the Member or a designated agent. 
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Table of Contents, Subject Headings, and Notes 


At the end of every issue is a table of contents broken down under the headings of the 
day’s Order of Business. Under each heading are specific subject headings followed by a list 
of speakers and page references. The text of the Debates is interrupted by headings inserted by 
the editors. These headings represent both the categories of business in the Order of Business 
for that day and the subject matter discussed under those categories. The editors also insert . 
notes indicating such things as the disposition of business. 


Appendix to Wednesday Hansard 
Every Wednesday the Debates contains an appendix with the following lists: 


e Chair Occupants 

e Members of the Board of Internal Economy 

¢ Members of the House of Commons listed alphabetically and by province, 
indicating offices held, constituencies, and political affiliations 

Standing Committees, Subcommittees, and their membership 

Panels of Chairmen of Legislative Committees 

Legislative Committees 

The Ministry according to precedence and with ministerial titles 
Parliamentary Secretaries. 


Index 


To facilitate access to information contained in the Debates, the Index and Reference 
Service prepares an index, which is published at the end of a session of Parliament with the 
bound volumes of the Debates. In addition, an unrevised interim cumulative index is produced 
twice a year (in January and June) during a session, and references up to the previous sitting day 
can be provided by telephone. 


The index to the Debates is a cross-referenced, subject-based alphabetical index. In 
addition to a general subject analysis of the contents of Hansard, the index provides a subject 
breakdown under each Member’s name, which gives references to their interventions and 
remarks on various topics raised in the House. Lists are also included under certain headings, 
such as bills, divisions, House of Commons visitors, procedure, and Speaker’s rulings and 
Statements. Each index is prefaced by a brief guide to assist users. 
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Electronic Hansard and Demand Video 


Members and their staff can ask the Broadcasting Service to replay any part of 
the televised proceedings of the House by giving the date and the time of the segment 
they wish to view. Times are indicated in the printed Hansard at regular intervals 
every few minutes. 


If You Have Questions... 


General Inquiries and Blues: Debates Reporting Service 
Room 420, Wellington Building 
Telephone: 992-2739 
Facsimile: 943-2225 


Reference Inquiries: Index and Reference Service 
Room 450, Wellington Building 
Telephone: English 992-8976, 

French 992-7645 
Facsimile: 992-9417 


Demand Video: Broadcasting Service 
Room 371, East Block 
Telephone: 995-1318 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 
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5 STATUS OF BILLS 
, AND MOTIONS 


The Status of Bills and Motions provides a concise history of each item of business which 
has been considered by the House or which has appeared on the Order Paper and Notice Paper 
(except written questions, whose history can be traced through the Monthly Supplement to the 
Order Paper— Questions). The Status is published by the Journals Branch approximately once - 
a month when the House is sitting, and is usually distributed at the beginning of one of the long 
recesses in the Parliamentary calendar. Between issues of the Status, information can be found 
in the Weekly Review of Business section of the Order Paper and Notice Paper (see Chapter 1). 


Part I of the Status outlines the legislative history of all bills in the House, including 
Government bills and Private Members’ bills, whether these bills originated in the House of 
Commons or the Senate. An entry contains such information as the dates when the bill was 
considered by the House at each stage and what action was taken, any special order of the House 
concerning the bill, the appointment of a legislative committee chairman, the date of Royal 
Assent and the chapter number in the Statutes of Canada, and any other useful information about 
the progress of the bill through the House. 


Part II of the Status gives the history of all motions in the House, including motions 
under Government Orders, motions for the production of papers, Private Members’ motions, and 
motions concerning other business. Motions under Government Orders are motions dealing with 
Supply, Ways and Means, and other Government Business. The motions listed under "Other 
Business" are mostly motions dealt with by unanimous consent, which never appear on the Order 
Paper and Notice Paper. These motions concern such things as the times of sitting of the House 
and its order of business, the establishment and membership of certain committees, authorization 
for committees to travel, concurrence in committee reports, amendments to the Standing Orders, 
and emergency debates. 


Each entry includes an indication of the subject matter of the motion, the dates when 
notice was given and the motion was considered, the sponsor, the disposition of the motion, and 
any other useful information about the motion’s history. 
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Index 


To facilitate access to the information contained in the Status, each issue includes a 
subject-based alphabetical index prepared by the Index and Reference Service. A guide for users 
appears at the front of the index. The references in the index are not to page numbers but to 
items of business and sections of the Status: "C-" for Commons bills, "S-" for Senate bills, 
"M-" for most motions, "P-" for motions for papers, "Other Business No." for items in the 
Other Business section, and so forth. In addition to the subject-based entries, the index provides 
lists under certain headings, such as bills, Government business, other business, Private 
Member’s notices of motions and notices of motions for the production of papers, Supply 
proceedings, and Ways and Means proceedings. 


If You Have Questions... 


Status Updates: Journals Branch 
Room 140-N, Centre Block 
Telephone: 992-2038 
Facsimile: 995-3331 


Reference Inquiries: Index and Reference Service 


Room 450, Wellington Building 
Telephone: English 992-8976, 
French 992-7645 
Facsimile: 992-9417 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 
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6 COMMITTEES’ MINUTES OF 
. PROCEEDINGS AND EVIDENCE 


Each committee of the House, whether standing, special, joint or legislative, publishes 
its own Minutes of Proceedings and Evidence, commonly known as the "committee issues" or 
committee Hansard. An issue is normally composed of two parts: the Minutes of Proceedings 
of the meeting, which are similar to the Votes and Proceedings of the House; followed by the 
Evidence, a verbatim transcript of everything said in the meeting, which corresponds to the 
Debates of the House. A single committee issue usually contains the Minutes of Proceedings 
and the Evidence for one or two meetings of the committee. An issue is printed within a fixed 
number of days after a meeting according to pre-established publishing priorities. 


Minutes of Proceedings 


The Minutes of Proceedings are prepared by the clerk of the committee, and are the 
official record of the business conducted by the committee at a sitting. 


The Minutes show the following information: 


the meeting number 

the date, time and place of meeting 

who was in the Chair 

by what authority the committee met and deliberated (an order of reference, the 

Standing Orders) 

e who was present (members of the committee, other Members of Parliament or 
Senators, Ministers or Parliamentary Secretaries appearing, witnesses, staff in 
attendance) 

e¢ what was done by the committee during the meeting (motions, decisions, division 
lists, and so forth) 

e the time of adjournment. 
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Evidence 


The Evidence is the verbatim record of both the testimony heard by the committee and 
the deliberations of the committee. It is recorded electronically directly from the microphones 
in the committee room. The Committee Reporting Service, a division of the Parliamentary 
Publications Directorate, is responsible for the recording, transcription and editing of the 
Evidence. 


Order of Reference 


An order of the House referring a particular matter to a committee for study and report 
is called an order of reference. The order of reference thus sets out the mandate of the 
committee. The order of reference may be a special order of the House, or it may be in the 
Standing Orders. When the committee begins its study, the order of reference is usually printed 
at the beginning of the first issue devoted to the study, and is also contained in the Minutes of 
Proceedings of the meeting when the study is taken up. The front cover of each issue also 
indicates the subject of the committee meetings covered. 


Reports to the House 


During or at the conclusion of its study of a subject matter, a committee may report to 
the House its findings, observations, conclusions, and recommendations. A committee’s report 
on a bill shows any amendments adopted. The committee’s reports to the House are printed in 
the committee issues, but major subject-matter reports may sometimes be published with 
distinctive covers. Reports are not printed in the committee’s issues until they have been 
presented to the House. 


Witnesses 


The names of witnesses appearing before a committee, and the organizations they 
represent, are found both on the back cover of the committee issue for that meeting and in the 
Minutes of Proceedings in that issue. Only the names of persons who actually spoke during the 
committee hearing are given. Committees will sometimes list at the end of a report all the 
witnesses who appeared. 


Any Ministers or Parliamentary Secretaries appearing before a committee are listed on 
the front cover of the issue and in the Minutes of Proceedings. 
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Members and Officers of the Committee 


The name of the chairman of the committee appears on both the outside and the inside 
of the front cover. The inside front cover also shows the names of the members and any vice- 
chairmen, the number required for a quorum, any Peat changes, and the name of the 
clerk of the committee. 


Appendices, Exhibits, and Briefs 


A committee may occasionally order a document, such as a witness’ brief, to be printed 
as an appendix to an issue. Documents may also be received as exhibits. Both appendices and 
exhibits are listed in the Minutes of Proceedings. The names of everyone who submitted briefs 
are also sometimes listed at the end of the committee’s report to the House. 


Indexes 


An index to the issues of each committee is prepared by the Index and Reference Service. 
These indexes are published either at the end of the session, in the case of a standing committee, 
or when the committee reports to the House, in the case of a special or legislative committee. 
An interim index for any committee can be produced on request, and references can be provided 
by telephone in most cases. 


An index to committee issues resembles the index to the Debates. In addition to a 
general subject analysis of the contents of the issues, the index gives a subject breakdown under 
each Member’s name. Entries are also made under the names of witnesses and some 
organizations. Lists are included under certain headings, such as appendices, chairman’s rulings 
and statements, committee studies and inquiries, orders of reference, organizations, procedure 
and committee business, and reports. Committee reports and appendices are noted in the index, 
but the contents of the reports and appendices are not indexed. Each index is prefaced by a 
guide to assist users. 


Further reading on committees 


- Committees of the House of Commons: A Practical Guide, available from 
the Committees Directorate. 
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If You Have Questions... 


Standing and Special Committees: Committees Directorate 
6th floor, Wellington Building 
Telephone: 992-3150 
Facsimile: 996-1626, 996-1962, 992-7974 


Legislative Committees: Public Bills Office 
Room 651, Wellington Building 
Telephone: 996-1180 
Facsimile: 995-2106 


Reference Inquiries: Index and Reference Service 
Room 450, Wellington Building 
Telephone: English 992-8976, 

French 992-7645 
Facsimile: 992-9417 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 
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7. INDEXES 


The Index and Reference Service, a division of the Parliamentary Publication Directorate, 
prepares indexes in both official languages for several of the publications discussed in this 
booklet: the Journals (Chapter 3), the Debates (Chapter 4), the Status of Bills and Motions 
(Chapter 5), and committees’ Minutes of Proceedings and Evidence (Chapter 6). A brief 
description of the index to each of these publications can be found at the end of the relevant 
chapter. In addition, each index is preceded by a guide to assist the user. 


The Index and Reference Service also prepares a monthly personalized index for each 
Member. Since it contains information not yet published in the Hansard and committee indexes, 
the personalized index is the most up-to-date source of references to a Member’s interventions 
and remarks in the House and in committees. 


The Index and Reference Service also provides a telephone reference service. 


If You Have Questions... 


Index and Reference Service 
Room 450, Wellington Building 


Telephone: English 992-8976, 
French 992-7645 
Facsimile: 992-9417 
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8. BILLS 


As drafts of what may eventually become Acts of Parliament, bills are published and 
circulated under the authority of the House of Commons or, in the case of bills originating in 
that House, the Senate. Government bills are drafted by the Department of Justice, while 
Private Members’ bills are prepared with the assistance of the Legislative Counsel Office, but 
all bills originating in the House of Commons are printed by order of that House. 


Bill Numbers 

To provide a handy means of referring to them, bills are numbered as they are introduced 
during the course of a session. The numbering varies according to the type of bill and its House 
of origin, as explained below. 
Government Bills in the Commons 

Public bills sponsored by Ministers of the Crown and originating in the House of 
Commons are numbered from C-1 to C-200 in the order in which they are introduced during the 
session. 
Private Members’ Bills in the Commons 

Public bills sponsored by Private Members — Members who are not Ministers of the 
Crown — and originating in the House of Commons are numbered consecutively from C-201 
to C-1000 through the session. 
Private Bills in the Commons 


Private bills, which can be sponsored only by Private Members, differ from public bills 
in that they are for the benefit of the individuals or corporations named in them and can be 
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introduced only on petition from the parties concerned. Private bills are usually introduced first 
in the Senate, but if any do originate in the Commons, they are numbered consecutively from 
C-1001. 


Senate Bills 


To differentiate bills from the two Houses, the numbers of bills originating in the Senate 
are preceded by an "S" instead of a"C". A bill originating in the Senate is not renumbered or 
reprinted when it is sent to the Commons. Senate bills are numbered consecutively from S-1, 
regardless of whether they are Government bills, Private Members’ bills, or private bills. 


Bill Numbers 


C-1 to C-200 for Government Bills in Commons 
C-201 to C-1000 for Private Members’ Bills in Commons 
C-1001 on for Private Bills in Commons 
S-1 on for Bills (all types) in Senate 
(Numbered as introduced in the session.) 


What?’s the Bill About? 


Departments often provide information kits about Government bills: contact the 
appropriate department. The Research Branch of the Library of Parliament also 
publishes Legislative Summaries for most important bills: copies may be 
ordered by calling 996-3942 (facsimile 992-5015). 


Printing of Bills 


A few unnumbered copies are available in the Chamber when a bill is introduced. The 
House then orders the bill to be read a first time (which means the House is deemed to be 
informed of its contents) and to be printed. The Legislative Counsel Office is responsible for 
seeing that the bill is printed, and copies are then available to Members through the Postal and 
Distribution Services. If the bill is amended substantially at committee stage, the committee may 
order a reprint when it reports the bill to the House. If the bill is amended at report stage, the 
House may order a further reprint of the bill for use during third-reading debate. Finally, when 
the bill receives third reading, it is again reprinted by the Legislative Counsel Office. 
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In addition to giving the long title and number of the bill and identifying the sponsor (by 
title in the case of a Minister, by name for a Private Member), the cover of a bill shows when 
it was printed and whether it is the version printed after first reading, as amended and reported 
by the committee, as amended by the House at report stage, or as passed by the House. 


Once a bill is passed by both Houses of Parliament and receives Royal Assent, it becomes 
an Act of Parliament. The text is reprinted as an Act with a chapter number for inclusion in the 
Statutes of Canada. All bills receiving Royal Assent in a calendar year are bound as the Statutes 
for that year. Both individual chapters and the annual volumes of the Statutes of Canada are 
available from the Postal and Distribution Services. 


Parts of a Bill 


The text of a bill is divided into logical units, each dealing with one aspect of the total 
subject matter of the bill. The fundamental unit, called the clause, may be further subdivided 
into subclauses, then into paragraphs and even subparagraphs. (A peculiarity of English usage 
is that what are called clauses and subclauses in a bill become sections and subsections when the 
bill becomes an Act.) The clauses may sometimes be grouped into larger units called parts. 
To facilitate discussion and amendment of the bill, each line of the text is numbered, counting 
anew from the top of each page. 


Divisions of a Clause 


Clause 1 


Subclause (1) 
Paragraph (a) 
Subparagraph (/) 


To assist the reader, headings may be found interspersed throughout the bill. Headings 
are not, however, considered part of the bill for the strictly procedural purposes of the House. 
Marginal notes are also used to indicate the subject matter of the corresponding clauses, but 
these notes do not form part of the bill. Occasionally, the legislative drafters will include a table 
of contents at the beginning or end of a bill; this too is not considered part of the bill. 


The long title of the bill appears both on the cover with the bill number and at the top 
of the first page of the bill. The first clause usually contains the short title of the bill. The long 
title contains more information about the subject matter of the bill. The long title is considered 
part of the bill. 
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A bill must have an enacting clause, which precedes the other clauses and reads: "Her 
Majesty, by and with the advice and consent of the Senate and House of Commons of Canada, 
enacts as follows:". There may sometimes be a preamble setting out the objectives or purposes 
of the bill. If there is a preamble, it is considered part of the bill. 


Among the first few clauses of a bill is usually found an interpretation clause which sets 
out the legal definition of key terms in the bill. An interpretation clause is not, however, 
required for all bills. 


Finally, at the end of the bill may be a coming-into-force clause which specifies when 
the Act, or some of its provisions, is to have the force of law. A bill may pass both Houses of 
Parliament, receive Royal Assent, and yet not come into force if the bill itself provides that it 
is to come into force only on a specified date (other than the date of Royal Assent) or on a date 
to be fixed by proclamation of the Governor in Council. Otherwise the bill comes into force 
on the day it receives Royal Assent. 


In addition to the clauses of the bill, there may be schedules appended to the bill. A 
schedule contains details essential to certain provisions of the bill and thus forms part of the bill. 


Both the English and French texts of a bill are printed on the left-hand page, leaving the 
right-hand page for any explanatory notes. Such notes are usually found in a bill amending 
existing legislation, and explain how the corresponding clauses change the existing provisions 
of the Act in force. Explanatory notes are not part of the bill. 


Where a bill amends existing legislation, the new text is indicated either by underlining 
or, in the case of extensive changes, by sidelining (a vertical line in the margin to the left of the 
new clause, paragraph or subparagraph). Whenever the bill is reprinted after being amended 
in committee or in the House, only new text added since the bill was last printed is indicated by 
underlining or sidelining. | 


If a bill entails the expenditure of public moneys, the Governor General must recommend 
that expenditure to the House. The text of the Royal Recommendation appears at the top of the 
first right-hand page, preceding any explanatory notes. Although the Royal Recommendation 
iS a requirement in certain cases, it is not part of the bill. 


Further Reading on Legislative Procedure 


- The Legislative Process, available from the Table Research Branch. 
- A Practical Guide to Private Members’ Business, available from the Private 
Members’ Business Office. 


- Précis of Procedure, Chapter 11, available from the Table Research Branch. 
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If You Have Questions... 


Copies: Postal and Distribution Services 
Telephone: 992-2345, 992-4637, 995-8507 
Facsimile: 943-1559 


Bills in the House: Journals Branch 
Room 140-N, Centre Block 
Telephone: 992-2038 
Facsimile: 995-3331 


Bills in Committee: Public Bills Office 
Room 651, Wellington Building 
Telephone: 996-1180 
Facsimile: 995-2106 


Procedure for Private Members’ Bills: 
Private Members’ Business Office 
Room 135-S, Centre Block 
Telephone: 992-6443 
Facsimile: 947-7626 


Drafting Private Members’ Bills or Amendments to any Bill: 
Legislative Counsel Office 
Room 670, Wellington Building 
Telephone: 995-5252 
Facsimile: 996-3106 


Background Information: Library of Parliament 
Research Branch 
Room 810, Promenade Building 
Telephone: 996-3942 
Facsimile: 992-5015 
or 
Office of the Sponsoring Minister or Member 
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